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Introduction 
The purpose of this report is to analyse the importance of employability skills. The Employability skills are basic skills, which are very important to get a job and perform effectively in the workplace. Today's competitive job market requires qualifications as well as the skills, in which an employee can communicate, Listen and work as effective team members, which are known as employability skills. 
In this report, we will discuss the four very significant and basic employability skills, which are the most important for an effective workplace or an organization. 
The skills, which will be analyzed in this report, are Communication Skill, Team Working Skills, Time Management Skills and Problem Solving and Creativity Skills.



Communication skills									

Communication is the process of passing information from one person to another and understood at the receiver end for the effectiveness of the workplace. It is always two ways process. The set of skills that enable peoples to convey the message and convert it into the information so it is received and grasps by the receiver are known as the communication skill.
In workplace communication is also referred to as exchange and make ideas. The effectiveness of the communication depends on the production of those ideas. Better communication is directly proportional to the better productivity in the workplace. It's an important skill in every part of life but in the workplace, it plays a vital role.
[bookmark: _GoBack]The communication can be categorizing basically verbal or non-verbal communications. Verbal communication is mainly about words. It is good for employees to know how to interconnect with each other with verbal and non-verbal communication. Better selection of words by employee’s results into the better understanding of the sender’s point of view, which results in better productivity in the workplace.
Non-verbal communication refers to sending and receiving the word with gestures and movements and tone. The elements of non-verbal communication including facial expression, body movement, eye contact, voice frequency, touch, and space, can the verbal factors of communication performance. As a fact, the knowledge of non-verbal communication skills greatly helps to develop verbal communication to convey the message clear and understandable to the audience (Periyakoil, 2010)
In any workplace, the communication among the employees may also include listening attentively and clearly to understand the message to perform and act effectively on the message received at the workplace. 
Listening attentively plays a very significant factor to understand the whole message. To develop a good communication in the workplace it is very important to listen and pay attention to what the other employee/manager saying, otherwise just hearing will not be enough. The employees must listen consciously to understand the message, only then they will be able to act effectively at the workplace (Kleckener and Marshals, 2014)
I have communication skill in which I can work and perform my duties effectively in any workplace. It is very essential for me to have communication skills to have the better career.

Team working skill									

A team is referred to as the group of people working together in the workplace to achieve a common goal. The separate effective role of each person in that team creates a strong teamwork, which enables him or her to complete the task.
In the workplace, it is always a small group working together in an effective team to full fill the task and achieve the production in time.
Team working is a very powerful tool for any workplace to gain the maximum benefit in the field, which makes a team working skill a very important for an employee. An employer always requires this skill as a basic and most important in there selected employees and in there workplace, as they want the best team to reach and maximize the benefit of the company.
The Employer of any field always picks their employee who has the potential to work finest, solve the issues and create the solution as a team. These skills make the employee achieve his objective, as well as there team-working skill will benefit the employer and the company (Baguley, 2002)
Teamwork is very beneficial for an employee and for the workplace. It improves the production of the company and it develops opportunities and Builds a receptive, better and effective service. It also improves the problem solving because of a greater diversity of different employees and team members. In simple words the Workplace, which is stayed, connected to perform its task that brings great benefits to the employees and for the companies at large (Fletcher, 2008)
A team can be formed by the management of the company officially or it can be informally developed through the process of an idea. The success of the group does not depend on the development of the team, but how effectively they perform their duties at the workplace. The team effectiveness is directly related to its ability to work as a team. Forming a team at the workplace does not mean it will work effectively as all employees are different they have their likes and dislikes. If they don't have the skills to work together it will be devastating for an employer rather then productive.
Team working skills are very significant for any organization that’s why employers give great importance to this particular skill because the result and the performance of their workplace highly depend on employee skills to work as a team. Teamwork and team spirit among team members and workplace bring great profits to the organizations. The process of a group transforming into an effective team help employees and employer’s greatly improved performance and the learning during this process is a lifetime experience (Thomas, Paul and Cadle 2012)
After analysing the importance of the team and individuals working together in the workplace for a common goal is a challenge for me. I defiantly need improvement in it, but I have full confidence with little efforts I can become a very effective team member.


Time Management Skill								

The term Time Management refers to organizing the tasks into the time slots. Time management is a habit, which developed with a practice and willpower. It’s a process by an individual to complete the task in time in a best possible way (Laurie-AnnM and Hellsten 2012).
This is the very first requirement employer expected from an employee to have this skill because all workplaces have timing for everything from coming to the workplace, to complete the task, to report to the employer and to complete the demands from the customers. This can only be achieved when the employee comes on time and perform his/her duties in time.
Time management in the workplace is the procedure of systematizing and planning how to split the time slots among definite events. Effective time managing by employees and management at workplace enables employees not to work hard but to work smarter so that they can get more work done in little time.
In the world of trade  ‘time is money’ is very popular saying and which is very convincing. Time management is not only about managing and avoid wasting time, infect the vital part of time management is to maintain the determination among the employees, and the spirit to work motivationally with a high energy level and to perform best at the workplace. Time management skill from the management focuses not only on the quantity of the work done but also the quality of time spent as well in the organization (Thompson, 2015)
By implementing the time management effectively the employees can achieve greater productivity and efficiency in the workplace as well as a better professional reputation, less strain, bigger opportunities to achieve significant goals and career objectives. Any workplace can suffer very high and seriously undesirable consequences while failing to manage the time effectively. Which may include missed deadlines, unproductive workflow, poor job quality, reduced professional reputation and a stalled career. By wasting time an employee end up with higher strain levels, Messy Environment and Job Loads.
Time never stops, the employees have to manage their task along the time and perform their duties within the targets. Time management is an ability to divide the time according to the priorities among the tasks (Morgan, 2017)
Time management is a very important skill because all workplaces have timing and all tasks have to be completed on time. An employee must do their jobs in time to excel in life. I believe I got those skills as I always do all my duties in time.


Problem-solving and creativity skills 						 

Problem-solving is a knowledgeable skill of an employee to propose solutions to the confronted problem situations, which was not encountered before. 
In workplace different situation occurs which requires employing the existing knowledge to resolve the problem, which is very much new in its nature and it’s not stored or recorded before. This type of states and the related problem requires the thinking strategies to integrate the existing knowledge to form new knowledge, to resolve the problem situation (Tennyson and Breuer 2002)
Creativity is described as the intellectual skill in which an employee is creating a problem situation and proposing solutions to them. The brainstorming is referred to as creative problem solving but actually, it’s a well-defined process that can help to identify the problem and to implement solutions. (Tennyson and Breuer 2002)
The creativity plays the significant role in solving problems but it's not all about solving the issues but it's about generating creative ideas for workplaces, where things can be taken completely innovative perspective. 
Problem-solving at the workplace is a process to find out the problem, determining the causes, evolving option and making a selection. It’s most important for an employee to identify the problem correctly otherwise it cannot be resolved correctly and it may generate more problems. The employees must identify the real dispute to solve the problem in the workplace (Morgan, 2017)
Problem-solving is becoming as foundational employability skill for employees as a number of new problems occur in any workplace every day.
The first step of problem-solving is to Clarify and identify the problem. The best way to clear the problem is to ask the succession of inquiries about the problem from all employees in order to simplify the true issues behind the problem. 
The further step is to research the problem from all type of resources including  organizational databases, and other resources in order to get a better consideration of it. The amount of research depends upon the nature of the problem. The employee may need to do more research to understand the problem but sometimes little research is enough. 
After researching the employee need to formulate one or more creative challenges. A simple question asked to encourage proposals or ideas is called a creative challenge. These simple questions should not comprise assessment principles; moreover, these questions should be very focused and simple.
After finalizing the ideas, the employee can analyse the ideas with their greatest possible implementing procedures.
The Final step is to generate the Ideas by doing brainstorming and creative problem-solving. Then documenting it in an appropriate way, which helps for decision-making. 
Its difficult but it needs brainstorming to select the best Idea in this level.
After considering the challenge and the winning idea, its time to get ready to implement the selected idea. Some time one selected idea is not enough and it requires keeping options open for more ideas in order to implement the solution for the challenge. To implement these Ideas require breaking it into a sequence of jobs. By dividing big idea into small task makes the Idea simpler to grip and then executed.
In workplace some time all that procedure is adopted very quickly and sometimes it needs a lot of time, but in any case, Problem-solving and creativity skill is very important to resolve the day-to-day problem in the workplace.
Creativity and Problem solving as an art and it requires me to work really hard to get that skill to its accepted level. I need improvement in it but I believe that nothing is difficult until you are not eager to learn.
I believe I do not have problem-solving and creativity skill I need to this develop this skills because every workplace has problems, which should be addressed on time with innovative ways, which make a workplace more productive.

Conclusion

In the report four most important employability skill that is, the communications skills, the team management, time management and problem solving and creativity are analysed in detail they are very important for any workplace without these skill it will be impossible to perform effectively and productively at work. These Employability skills are the basic requirements for an employer in the workplace and for individual to find a good job.
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